AHHOTANMS MO THCHHIUINHE
B1.B./1B.09.01 OPTAHU3ALUS PABOTbHI C KOHOUJIEHIIMAJIBHBIMU JAHHBIMUA
OO6mas TpyaoéMKOCTh JUCIUTIINHBI COCTaBIsIET 2 3a4. en. (72 4yaca.; u3 Hux — 38,2 yaca KOHTAaKTHOH pabOThI, B TOM
gmcye: 36 yac. ayInTOPHOI HAarpy3Ku: JeKIMOHHBIX 18 dac., mpaktudecknx 18 gac; KCP — 2 gac., UKP — 0,2 gac.;
34 gaca caMOCTOSTENEHOM PaOOTHI)

Ieab mucnMmIuHbl - U3YYUTh HOPMBI JCHCTBYIOIIETO 3aKOHOJATENLCTBA B obOmactu 00paboTKH
JIOKYMEHTOB, COJIEP)KAIlUX CBEACHUS KOH(MHUACHIMATLHOIO XapakTepa, MPAaKTUKU MPUMEHEHHS
3TUX HOPM /IS MX [OCIEAYIOIIEro KBaJH(HUIMPOBAHHOTO TPHUMEHEHHUS B MPAKTUYECKON

JACATCIIbHOCTH.

3ajmaun IUCHUTIJIHHBI

- H3YUYUTh KIaCCHUYCCKHE H COBPEMCHHBIC TCOPHUU KOH(bI/II[CHI_II/IaJ'IBHOI‘O JACJIOIIPOU3BOJCTBA,
CBOICTB, MPU3HAKOB U BUI0B KOH(DUICHIIMAIBHBIX JOKYMEHTOB;

- OCBOUTBH COBPEMCHHBIC MOJCIN METOAbI OpraHu3aliun KOH(l)I/II[eHLII/IaJ'IBHOl"O ACIOIIPONU3BOACTBA,

- IPOBECTHU aHAJIN3 JOKYMCHTOIIOTOKOB OpraHu3alnu, a TOM YUCJIC B obactu AOKYMCHTOB
KOH(HICHIIMAIBHOTO XapaKTepa,;

- CTUMYJIUPOBAaTh CTYJACHTOB K CaMOCTOATEIIbHOMY aHAJIU3y IIOJOXKEHUM JEUCTBYIOLIETO
3daKOHOAATCJIbCTBA U IIOUCKY OITHMAJIBHOI'O0 PCHICHUA I[MPAKTUYCCKUX BOIIPOCOB HA OCHOBC
MCII0JIb30BaHUsI METO1a MPOOJIEMHOT0 00y4YEeHHUS

- C(i)OpMI/IpOBaTL Y CTYACHTOB OIIBIT pa6OTLI C JOKYMCHTAMHU, COACPIKAITUMU KOH(i)I/I,I[eHLII/IaJ'ILHBII‘/'I
XapaKTEp Ha BCCX dTallax KOH(l)I/II[eHIII/Ia.HBHOFO ACIOIMPOM3BOACTBA,

- Pa3BUTh y CTYACHTOB HABBIKOB KOMHLIOTepHOﬁ IIOATrOTOBKH KOH(i)I/I,I[eHLII/IaJ'IBHBIX HOKYMCHTOB.
Mecro gucuumiannsl B ctpykrype OOII BO:

VYuebnast gucruminHa «OpraHuzanyst padoTsl ¢ KOPHUACHIMANEHBIME JAHHBIMHUY» SBILSIETCS] TUCIUILIMHON 110 BBIOOPY
BapuaTUBHON dYacTh HampasieHus: moarotoBkn 46.03.02 «/lokyMeHTOBeICHHE M apXWBOBEICHHE» IPOTPAMMBI
«Oprasn3anroHHOE MPOCKTHPOBAHUE JOKYMEHTAIIMOHHOTO 00ECTIEYEHHS YIIPABICHHS B OpraHNU3aIiny.

TpeGoBaHus K 0OCBOCHHMIO CTYA€HTOM AUCUHUIINHBI

B wutore wmsyueHus gucuUIUIMHBL «OpraHuszaims paboThl ¢ KO(DHUICHIMAILHBIMU MaHHBIMHY» CTYICHTBHI JIOJDKHBI
HpI/IO6peCTI/I HGO6XOL[I/IMI)IG JUI q)aKTI/I‘IeCKOFO MPOABJICHUA 3asABJICHHBIX KOMHCTCHHHﬁ npeaACTaBJICHUA, 3HAHUA,
yMEHHMS U HaBbIKM. Pe3yibpraThl OOyueHMs CTyneHTa (3HaHHs, YMEHHsS, HABBIKH), (OpMHpyeMble H3ydaeMOi
JUCHUIIIINHOU.

Ne HNupexe Copneprxanue B pesynbraTe n3ydeHus yaeOHOH TUCIHUIUIMHBI 00yYaromuecs TOJDKHBI
KOMIIETCHIIUN KOMIIETCHIIUN 3HATh YMETh BJIAJIETH
(vm ee JacTH)
1 BJIaJIEHUEM HaBBIKAMU 3HaThb MpueMbl paboThl C Bnanets HaBBIKaMK
paboTHI ¢ JOKyMEHTAMH, YMeTs NIpUMeHATh paboTHI ¢
JIOKyMEHTaMH, COZePKAMNMHA HaBBIKH paboTHI ¢ JOKyMEHTaMH,
MK-38 coIepKALIAMH HHPOPMAITHIO JIOKYMEHTaMH, conep KaIuMHu
OTPaHUYEHHOI0 AOCTyna | COACPKAIMMHU WHPOPMAIIHIO
uipopuaiio uHpopMaLuio OrpaHUUYEHHOT O
OTIpaHNICHHOTO OIrpaHUYCHHOT'0 N0CTyna JocTymna
JIOCTyTIa
2 3HaHUEeM TPpeOOBaHUil K | 3HATh TPEOOBaHHSA K Bragets TpeOOBaHUAMH
OpraHu3anuu OpraHu3aln K OpraHusanuu
obecriedeHus obecriedeH s VYMeth obecrieunBaTh obecreueHus
TK-40 COXPaHHOCTH COXPaHHOCTH COXPaHHOCTh COXPaHHOCTH
}IOKyMeHTOB B apXI/IBaX JOKYMEHTOB B apXuBax JIOKYMEHTOB B apXHBax JOKYMEHTOB B apXHUBax

Copaep:xaHue U CTPYKTYPa AUCHUILIMHBI (MOLYJIS)
Pacnpenenenune Tpy10eMKOCTH 110 BCEM BHIAM ayIUTOPHON M CaMOCTOSITENbHON pabOThI CTyJICHTa 110 CEMECTpaM

Cemectpsl
. Bcero
Bun yueGHOI paboThI (gacer)
4acoB
7 8

AyauTopHbIe 3aHSATHS (BCEro): 36 36
3aHATHS JEKIIHOHHOTO THIIA 18 18
JlabopaTopHble 3aHATHS - -
3aHATHS CEMHUHAPCKOTO THIA (CEMUHAPHI, TPAKTHYECKIE 3aHATHS) 18 18
Wnas koHTakTHas padora:
Konrpoins camocrositensHoit padotsl (KCP) 2 2
IIpomexyrounas arrecranus (UKP) 0,2 0,2




CamocTosiTeJibHasi padoTa, B TOM YHCJIE: 34 34
Kypcosast pabota - -
IIpopaboTka yaeOHOTO (TEOPETHIECKOTO) MaTepraa 14 14
BrInonHeHre HHANBUAYAIBHBIX 33JaHU (TIOATOTOBKA COOOIICHHUH, 10 10
Mpe3eHTaIuH)
Pedepar 10 10
IToaroToBka K TeKymieMy KOHTPOITO - -
Konrtpoias:
[ToarotoBka K 3K3aMeHy / 3a4eTy
O0masi Tpy10eMKOCTh qac. 72

B TOM YN CJIe KOHTAKTHAsI

pabora, uac. 38.2

3a4. ell. 2

Pa3nensl quCHMIUIMHEL, U3ydaeMble B 5 cemecTpe 04HOi (hopMbl 00ydeHust

Ounas popma
HawnmenoBanue pa3zenoB (Tem) KonuuectBo yacos
Ne AynuTtopHas Bueayau-
pabora TOpHAast
Bcero pabota
JI 3 | JIp CPC
1 2 3 4 5 6 7
[ToHsATHE M OTAMYUTENHHBIC MPU3HAKN KOH(UICHIIHAIIBH( 5 9 9 i 2
JIeJIONIPOU3BOICTBA
VcTOYHNKH HOPMATUBHOTO PETYIHNPOBAHUS 5 5 5 i 5
KOH(HJICHIIMATIBHOT'O IETONPOU3BOJICTBA
Kareropuu cBenennii KOHQUACHINAIBLHOIO XapaKkTepa. 8 5 5 i 4
ObecneueHne COXpaHHOCTH KOMMEPUYECKON TalHBI.
4 | Cucrema yioctyna K KOHQUIEHIMAIBbHON HH(OpMaluu 8 2 2 - 4
5 | [loaroroBka M u3aHue KOH(PpUICHIHANBHBIX JOKyMeHTo] 10 2 2 - 6
6 | Opranusanus paboThl ¢ NEPCOHAIBHBIMU JaHHBIMU 8 2 2 - 4
7 | Opranu3anusi KOHOHUIESHIIMATBFHOTO JOKyMeHToo0opoTa | 12 2 2 - 8
8 | ®opmupoBaHue KOHYUICHINAIBHBIX JIeJ U OATOTOBKA 5 9 9 i 4
UX K IIepeiade Ha apXHUBHOE XPaHEHHE
PexuM COXpaHHOCTH U KOHTPOJIb HATUYHS 5 5 5 i 5
KOH(HICHIIMATHHBIX JOKYMEHTOB
KonTtponupyemas camoctosiTesbHast paboTta 2
3auer
Hmoeco no oucyuniumne: 72 18 | 18 - 72

KypcoBble nIpoeKThI WK PafoThi: HE MPEIYCMOTPEHBIL.

HuTepakTHBHBIE 00pa30oBaTe/IbHbIE TEXHOJIOTHH, HCMOJIb3yeMble HA AyIHTOPHBIX 3AHATHSIIX: TPYIIIOBbIE 3aHATHS,
JICKYCCHH.

Bup arrecranmm: 3auer.

HToroBplii KOHTPOJIL MO JHCHUILNIMHE OCYLIECTBIISIETCS B XOJIE€ 3a4eTa, KOTOPBIH MPOBOJUTCS B YCTHOW (opme ¢
YUETOM PEe3yJIbTaTOB TEKYIIETO KOHTPOJIS B XOJIE CEMECTpa.

OcHoBHas1 JIMTepaTypa:

Ne ABTOp, Ha3BaHUE, MECTO U3JAHUSI, H3ATEIBCTBO, TOJ KomnuuecTBo 3K3. B | DJIEKTPOHHBIN pecype
M3aHns y9eOHON MUTepaTyphl, K-BO CTPAHUIL, BUJ U 6ubnnoTexe
XapaKTepUCTHKA MHBIX HH(POPMAIIMOHHBIX PECYPCOB
1 | I'posoga, O. C. https://biblio-
Jlenonpon3BoACTBO [DIEKTPOHHBIHM pecype] : yueGHOe online.ru/book/5F1C2
mocobue s akagemuaeckoro dbakamaspuara / O. C. I'po3oBsa. 7F2-251B-4B74-
- Mocksa : FOpaiit, 2017. - 124 c. - BE78-
AC06A5D30956




2 | Ilpoxopoga, O.B. http://biblioclub.ru/in
Wudopmannonnas 6€301macHOCTb U dex.php?page=book&
3aruTa nHGopMaLuu [ DIeKTpOHHbIH pecypc] : y4eOHHK / id=438331.

0O.B. IIpoxopoga. - Camapa : Camapckuii TOCYIapCTBEHHBIN
apXHUTEKTYypHO-CTPOUTENBHBIN YHUBepcHuTeT, 2014. - 113 ¢. -

IIporpammy cocraBuiIu:

mpernogaBaTe’sb Kadenpsl O0IIero, cTpaTerndeckoro, HHOOPMAIIOHHOTO MEHEKMEHTa u Om3Hec- mpormeccoB [I.A.
JleTkuHa,

JOLIEHT Kadeapbl 00mero, cTpaTernueckoro, HHGpOPMAaIMOHHOTO MEHEDKMEHTa U OM3HEC-TIPOIIECCOB, KaHI.9KOH. HaYK,
JoueHT M.A. MUpOIIHUYEHKO



